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OFFICE OF THE SE :
APPLICATION FOR RECORDS RETENTION SCHEDULE |, OFFICE OF THE SEeReTany oF STaTs v

4 RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Pubhcatron No. 76—RM-1 for instructions on completmg this form. Forward signed orlgmal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,

Robin Jackson Chief, Recreation Serv1ces Sectlon 656-2790

Attention: Scheduling Section. a_ f
FOR AGENCY USE [ 1. Agency Address T ot FOR RECORDS MANAGEMENT USE

Appiication Date | | Dep | nt of Na'.tural Resources Application Number

) | | Pparks, Recreation & Historic Sites Div. 0-373
Application Number Recreation Services Section Date Received Date Complated

270 Washington Street, S.W., Room 704 | SEP 1t g 1980 INOV - 3 1980

- '-~-af=ﬂ***—1§%%antaF:eeerg%a:39%34-—_u—»AA e e e

2. Person to Contact Working Title Telephone Number

3. Action Requested S
3. XX1 Estapbtisn Retention Schedule; r?cord wiil continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated.
c. [ Amend Application No. ___.. . Check One: [ Change; [] Supercede; [0 Void_

g. llDates of SerieLsa 5. Records Series Title (followsd by title used in office; if different)
iest test
e = RESEARCH/SURVEY/COMPUTORIZED DATA

1

6. Division and Office Function . What is the function of the Division and the Office in which this record series is created?

The Recreation Services Section guides and assists recreation
providers through the preparation of statewide plans and issue
analyses, through preparation and dispersal of technical publications,
through consultation and community assessments, and through funding
assistance.
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7. Record Series Description This file contains the followung documents {include form numbers and titles, if any):
- Artach samples of the file.

Documents relatingto: collecting, compiling and researching recreation data as
backup information for recreation studies.

Included are:

Survey forms, questionnaires, data entry form used for recording
information to be entered into computor or incorporated into study.
Also included may be computor printouts.

File is arranged:

By study topic.

| 8. Annual Rate of Accumulation of Rerords

8. Monthily Reference Rate How often are records referred to which are:
Onetosixmonthsold —________ .; Seven to twelve monthsold —_________; Thirteen to twenty -four monthsold . ____;
twenty-five months and older .7 Seldom if ever

S =

Letter-size drawers 2=4 _____: Legai-size drawers ____.______: Shelves

—.: Other (specify)
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These

YES | NO (10 Quesﬂonna:re {Place an “X" in the proper column) e ] "' ]
. Is this the official copy of the series? ;. o
X Jfnot. where isit?
X b. Does the serles contain corf:dentlal information requiring security handlmg? If yes, cite law or regulation.
| X | ¢ Isthisavitalrecord?  ° ! ' o
v __,_ d. Does this series have hlstoncal or lon ug_erm research value? . f |
e. When one or two documents in the file make it necessary to keep the entire file for a Iong penod could these
,X _documents be scheduled separately? ,
. A £ thmmmmgﬂjmmmmm_e ? Lm_anach cony..__
X g. Is the information contained in this series ever ‘analyzed and/or recorded in a summarized report?
o} M ves, attach copy. _ 7
h. Is there a duplication of this series in vour office, or in another offlce or agency?
X 1f yves, where? _ R ,
¢XMNJhﬁumLEuEﬂIjﬂﬁ&ﬂ&ﬂm&ﬂﬂﬂﬂﬂmﬂﬂﬂMﬂﬂmmﬂ7 —_— , o]
XIHWMWJhImﬂuMuggmL3muﬂﬁMLmjgmmanmmnanﬂwwSQmaximeq .
11. Retention Requirements The following requires the series to be kept:
a, State Law to —__.._Yyears. 4. Audit period 0 years.
b. Statute of limitation 0 years. e. Administrative need e 4] years,
c. Federal law ‘ 0. years, f. Federai retention instructions Q.. years.
Attach copy or excerpt of laws or regulations. Explain administrative need.
12. Aporoved Disposition Instructions  This agency recommends that the file series be cut ot at the end of each: B
O Calendar Year; [J Fiscal year; igxOther . SEE BELOW then,

0 Hold in the current filesarea . _month(s} _______.____ year(s); then

O Transfer to local holding area, hold ... _year(s); then

O Transfer to State Records Center; hold

O Destroy.

O Transfer to State Archives for permanent retention,
XX Other (Specify}

. When information has been entered into computor or incorporated

year(s); then

into study, transfer to State Records Center; hold 4 years; then destroy
COMPUTER PRINTOUTS - Upon receipt of updated report or when no

longer needed for daily reference, transfer to State Records
Center; hold 4 years; then destroy

instructions apply to all prior and future accumulations of the series,

o State Records Committee (Signature) Date
Recommendations in para- = _ - (\ - —_ .
graph 12 are approyed. State Auditor/Designee . SO0~
(If disapproved, attach fetter XS ' - -

of explanation.) Se of State/Designee

Records Management Officer (Signature) Date
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Attorney General/Designee
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